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Clzarance Procedures for Scientific and Technical Documents

CID CONTACT: Cffice of the Director, Associate Direcior for Sciznca
MATERIAL SUPERSEDED: Manual Guids -Ganeral Adminstration Mo, CDC-
18, Clearance Proceduras for Manusecripis, datad 2/24/83

Manual Guile, Gzraral Administration, CDO-13, 54/58
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l. FURPOSE

This Guide establishss procaduras for ensuring liiat sclentific and techniezl
documeants emanaiing from tha Centers for Disease Control and Pravention
ey regardlzss of the method of publicaiion, ars scientifically and
wechnicslly accurats and do not conigin policy siatements inconsistent wii
CDC policy. The Cuide both describes lhe genaral responsibilitiss for
clzarance of documznts within the Centers, Institiite, and Offices (ClOs) of
CDC and providas guidance on cross-clearance, dizpute resalution, fiazl
clearance, and filing and retention of scientific and technicsl documents.

Il. SCOPE

nis Guids appiias to ihe review and clearanes i ll scieniific znd technical
sedmznts that are a) intzended for publication by CDC ar b) authored ar
coauihored by COC staif and intendad for publication by an organization (z.q.,
Wn= Jownal of the Amarizan Medical Assoeistion or tha World Hzaltih
Crganization) oihar than CDC. |t appliss lo documants davelopsd in
conjunciion with coopsrativa 2gresmenis, contracls, and other parnsrships as
vzl as abslracts intendad for publication in procesdings of insatings. & This
Zuidz does not apply lo products resulling from assaciations with professional
organizations axisrnai ta COC. Staff engzged in sciivities of professionsl
commitises as represaniatives of COC ClOs sheuld follaw iheir CIO policies for
clzarance of commilies products.
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A Author S Authar refers 1o githar tha firsi COC-afiiliated pzrson named an

A5 Toarzaioad Cherpmsnts

inz authorship linz ar to the person wia has primary rasponsibility for ike

document. Whan reporiing on work conducted while affiliatzd
COC personnsl are considerad COC auihors for clearan
curreni GG p

=ia

uma is davoied io completing this work afler joining CDC.

5

are considerad CDC authors for claarzne

. Coauthor, Cozufhior rafers to all olher CDC-a5iistad authors, When
regporting an waork conducisd whils affilialed with CDC, former COC personnal

S purposes. For current CDO

F=rsonnel, investigations or thesis work dona bafars joining CDC ara naot

considered o b work done whilz affilisizd with CDC unless sulsizniial tims is

dzveoted o compleiing this work gitsr joining COC

C. Dacument. A docuimant

refers to text (including any tables and illustrations)
tnat will b2 submitiad for pubilication, including but not limitsd to a mznussripr,

sticle, book or book chapter, pariodical, report, wriltan absiract, fact shest,

pamphletl, brochure, audistape or vidzolape scrigt, or traini

C
=

L Bublication Publication refars to distribution of daecument in &ither print or

leciranic media (s.q., fax, diskeitz, CD BOM, Intranel. o Iniernzl)

IV. REEPONSIBILITIES AND FROCEDURES

&, General Responsibilitizs for Clearance \Within CiCs

ng matsials.

C10 Directors 5= respansible to the Dirscier, GO, for tha scizntific and
t=chnical accuracy and policy implicalions of sl =cizntiiic 2p4 izchnical
dacumenis ariginzting in their CI2, regardless of the mathod of publication.

CIC Dirzciors are responsibls for praviding written precsduras and quidslines

1or e G0 components to fallow for documeant clearance., The clesrance

process shauld bs timely, consisienlly fallowed, and should ensurs that;

« Thedocumenl contains informatian that is corract and wonhy of

publicaden:

s The decumeni doss not advocais policies that are inconsistent with
axlsting policies of CDC. the U.S. Public Haslth Servicz, orthe
Liepartment of Hzalih and Human Sarvices. Howevaer, tha dasimsnt

may cuntain infsrmation that would susgort tha tevelopmant of naw or
revisad pall

Civacturs should requast policy clearance from ihe Gfice of ke Direciar

rlse. T

(e

b

r

dzcumznls that gilher formulals or advacate for
new or rzvised pelicies or olhznviss poss palicy concarns, CIO

COC iie., tha Associate Dirsctor for Sciencz);

+ The document dess nal includa information thal might initinge an the

SLAM LA R A

e

f o o TG

P P T P B Al v Pl SRR UL 8 OO L B 1 EE L T

S 85 AR

with CDE, former
ce purposss, For
annal, invastigations ar ihasis work donz befars jelning CRC
zrg not censidered to ba work done whils affiliatad with CDC unless subsiantial




w2 i T Boteendin and Tesn ] D Tty

privacy of, or rsilct uniairly on, any psrson, institution, ar agency;

= Miritizn parmission to uss copyrightad matarial 1 obtzinzsg:

o Propar mathods and procadures wers tollowed, dascribad, and
referencad corragily;

s Conclusions are valid ancd supported by referenss io facts:
Appropriate aulhers and cozuthors 2re included and have signifi=d, [ty
memarandum or initials on the clearancea farm, that thay 2pprove the
cainient of the document and that ihey ars properly idsniificd:

= Parmission is olizinad from those listad in the acknowledgmeant
s&ctian,

= Authors are nolifiad of the r=ason for delay if review and clearance |s
being delayad beyond faur weeks:

o WWrilien explanaticn is given to auiharz whan clzarancs is denizd:

= Documents that have bzen cleared ior publicatian in one meadium {&.0.,
the Iniernst) do not raquire clearance for pullization in anolhar madium
(2.9., 3 brochurs,)

B. Cross-Clzarance

The purpose of cross-clearance Is to ensurs that policy implications and
scieniific quality have bzen raviewed and approved by all ClOs whoss staff ars
coauthors of a document, In addition, a CIO Diczctor {or designse) should
reiusst cross-clzarance of any documant thal has 3 policy statement (or
imiplizd policy statemani) ralavant ta the mission of anather CIQ or that
cammients directly on the programs of znother CIO. The purpose of cross-
clzaranca s to ensure that such policy statemants da not conflict with tha
policies of snother CIO, Itis tha responsibilily of the Director (or designzs) of
tha clearing auihor ta inilista appropriale cross-clearance(s) for pGiicy
statemanis for a specific dosumant and ta jndicate that as Lk reasan for crose-
clearance.

In the circumstance when a IO uillizes data collected and maintained by
anclher CIO, ths second CIO mus! be offered tha epponunity to panicipaiz in
feviewing drafls and bzing includad in the clzarance procass.

~dditional cross-claarances may siso be requirad by tha Gifice of the Girzcior
in cases in which tha subjzcl matier of a dosumant is considered sensitive,

For documanis thai result from a siucly, the rasponsibility for initiating clearance
ligs with the CIO ihat has or had sLpeivisory rssponsibility for tha clzaring
author when the siudy was conductad. if this ClO is nai the clzaning aulhor's
current S10, then cress-claarancs naads to mnelude ihz clearing avihar's
vurrent CIO. 1T the elearing authar was assigned tc izmporary duly status (TDY)
witle conduching the study. the clearing author's suparvisar during the TOY
shauld ba included in the cress-claarznes process,

Ezch CIO should clzapy designzis 3 stafi member io ha rasaansinls for
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[raZessing eross-clearances, Emsa-ciearances should ba processsr quickiy,
with a responss {ia., 2pproval or disappraval wiih justification) daliversd to the
initiating CIO within four weeks after raceipt. IT cross-claarznee js dzlayed, tha
initizting CIO may notiy the cress-clzaring GIO that publication wiil prozazd
withou! cross-clezrarice unfess fha Crass-clearing CID has notifizd the initiating
ClO and providzd adequate jusiification for tha delay.

C. Dispute Resalution an Clearancs lssues

Ongeing communigation amang authors, coauihors, and su arvisars
thraughout the Procass of praparing malerial far publicalion will hip prevent
disputes from arising during the clearanca procass. However, acoasional
disputes concerning scisnlificitachnical pelicy, and editorial areas may arisz
during the clearance procsss. Thuz, sach CIO should establish proceduras for
dgaling with disputes (hat zrisa withia that CIO,

in resalving disputes, tha guiding principle is that resolution of conflict should
aceur =t the lowasl possible level of tha organization. Wien resolution is
difficult to achizva, the dizputants and thair SUp=rvisars should considar using
iz alternative dispute resolulion procass. The foliowing stens are providad a3
guidelinas for szlatlisning procsdures for dzaling with dispiiies:

» For Disputes Within or Anong CiOs

Tha thsputants zhauld try to razgly= fha conilict among thamseives. [f ihs
conilict psrsists, thay should groceed {o resoluiion through their respective
supervisory channeis, [ia satistactory solution is not achisved, tha disputants
sy mest with thair rsspactive Assistani or Associata Diractors for Sciznes (or
Dilier person dasignaied by the CID Directar) to arriva at resclution Ii all else
fzils, tha dispulani(s) and/ar Supervisers andlor Assisisni or Associats
Hirsciars for Scignca (or ofher pErson designated by tha QIO Director) may go
10 the Associaie Dirgcior for Sciencs, CDC, for final resolution.

= For Disputes Among COS and Externzl Calizsborators

The disputanis should iry 13 resclvs tha conflizl amaeng ihzmsalves, If a
satisizctory sclution is nal achievad, than the dispuiants may ask thair
Supervisars andlor Assistant ar Azzociate Direclors for Scigiics or equivelant
=ndior ths Associziz Director for Bciznea, CDC, in inadizie,

Clzarzee

i

i3, Fin

iile

bl

The Direcicr (or designes) of Ihz clearing suthor's ClG is respansiblz far fina
sppraval or rejsction of a decumant on bahalf of CDC, EXCEDLIN Cases i which
the Gfice of the Dirastor, COC. has =en asked o givs final approval, Al CIOs
i tha sxception of the Maticnal Cenler for Hazalin Slatistics (NCHS; will
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r=cord this action on clearance form CDC.0378, Publication/Prasentation
Clearance. MCHS will use NCHS Publicaticn Form 1, HCHS Manuscript
Clesrance Form, jor this purpose.

Wihign approval/disspproval has bean signified cn th= appropriste clearancs
iorm by zil of the appropriate CIO slaff and by all concernzd Cl0s. the clzaring
2uthor should be notified, and ihe dacumant and 3 CoRy i clearance form CDC
U.578 ar NCHS Publicaticns Fomm 1 should bz sznito the clearing suihor, The
clearing authar is responsikle for obtzining the concurrence of coauthors in gny
slibstantive modifizations in the documant ikaf acour as a rasuli of the ravisw
and claarancs orocadura.

Documents that bear Ihe name of COC as ihs publisher ar jn which COC has a
propristarny intsrest and s intended for exisinal distvibuilon must b= clearzd
ihrough the Office of Commudnicalions, CDC, by using form HHS 615,
Fullication Flanning and Clearancs Request.d! Similarly, exhibits and audio
and vidzo praducls intendad far external distribution must be cleared through
ihe Qifice of Communicstions, CDC, by using form HHS 5244, Audiovisus]
Clearance Requast, (3

or newsweonrhy documants, an information capy of the bsiract or a summary
aragraph and ihe completed clearancs form should be s&nl. as hard copy ar
lzciroric file, ta the Office of Communications, COC.

(]} 1 o e

V. FILING AND RETENTION OF SCIENTIEIC AND TECHNMICAL
DOCUMENTS

Each ClO is responzible for ensuning that a record copy of all material
developzd, regardlzss of wheihar it is appraved ar published, is maintainzd for
historical and reszarch PuUrpases, An orgsnizational compensni within 2ach
SO (e, an offica of rzcord) should be identifisd 204 Given the responsibility
for recaipt, filing, 2nd dispasition of the record copy. A copy of the document
and supporting material (ie., clzaranze farms, subslantive drafts Bicomments,
correspongence, and elecirenic mail meassages) can bs mainiginad in the office
of ihe clearing author in which the docurnant was creatad, It is recommendad
thial an aifice, rathsr than an individual, mainiain supperiing malzrials o
drsvent removal ugan depzrure of the indivicuzl

E Hstenfion

Scieniific and eciinical documants should be rstained in accordance wilth the
CDU Records Coniral Schadulzs, B-321 lem 2-33, which requives that a record
copy be misiniains:d permanently, Tha record copy must ba hald in the cffics of

rziod & minimum of five years afier which il may be ignsisrrsd (o 3 Fedarsl
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Racords Center (FRC). Whan tha matersl is 20 yvears old, it must be
iransfarred to the Nalional Archives for permanant historical ratantion.

- Suppariing matesiz| musl be hald at CDC a minimum of two years after which it
may he transisrred to 3 FRC. Wihan supparting matarial is 10 years ald, it
should be destroyed. Dihar maizrial {2.g., drafis that are aursly aditerial in
n=ture) and lransitory correspondence (2.9., correspondanca that has limiiz
valuz such as lhose usad ts change a meaiing datz or fransmit ancthar drafl of
the document) can ba dispasad of upon the cemplztion of the final documsnt.

LA

&iences 1 COC also apply ta ATSOR.

—

-

2 Sormna ClOg raquire that cral prezenialions go through fhe cizsrafics

pracess. Plzase refer fo individual CI1D clearance proceduras far mors
infermatian,

3, For addiicnal guidancs on authorship, se= Manual Guide-Ganeral
~dminiziration Ne. CDC-8g, Authorship of CDT or ATSDR Fublications.

&redditional guidancs on his type of clearance. ses Manual Guide—Public

4. Fe
girs Management No. COC-2, COC Publications.

Afiairs Managamant ho, CDC-3, Audiovisuzls (Excluding Exhibits) and Manual
Guldes--RPublic Affairs Managemsni Mo, CDC-a, Exhihils.

5. For additional guidance on this type of clearance, se= Manual Guidz--FPublic

5. Substanlive drafis are drafis that ars not 2dilorial in nature 2nd conlain
informaticn regarling a policy or procedure or cantain olher imporiant

information,
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